Job responsibilities, 2-3

Leader and the group, 7-1 to 7-16

effective groups are potent groups,
7-8 to 7-14
benefits of group solidarity and esprit

de corps, 7-13
create a secure and satisfying social

structure, 7-9 to 7-10
create concrete, near-at-hand goals,

7-13
create realistically challenging goals,

7-12
give your people status within the

group, 7-10
make your people proud of their

group, 7-11

individual's relation to the group, 7-4 to 7-8
identification with the group,

7-4 to 7-6

participation in the group, 7-8
position within the group, 7-7
status because of the group, 7-7
status within the group, 7-6
what is a group?, 7-1 to 7-4

rewards of group membership,

7-2 to 7-4

your relation to the group, 7-14 to 7-16
help the group to achieve its goal, 7-15
know your people, 7-15 to 7-16
strive for group unity, 7-15
when change is necessary, 7-14
Learning, characteristics, 9-1 to 9-3
active process, 9-3
multifaced, 9-2
purposeful, 9-1
through experience, 9-2
Learning concepts to the learning situation, 9-6
Learning, major "laws" of, 9-7 to 9-11

factors that affect learning motivation, 9-9
individual differences, 9-10 to 9-11
law of effect, 9-8
law of exercise, 9-8
law of intensity, 9-8

Learning, major "laws" of-Continued
law of primacy, 9-8
law of readiness, 9-7
law of recency, 9-9
participation, 9-9
Learning skills, 9-3 to 9-5

application of skill is the final learning

criterion, 9-5

desire to learn affects learning, 9-3
duration and organization of the lessor

affect learning, 9-5
evaluation of a trainee's progress aids

learning, 9-5

knowledge of results aids learning, 9-4
performing the skill aids learning, 94
physical skills involve more than muscles,

9-3

progress follows a pattern, 9-4
providing patterns to follow aids learning,

9-4

Listening, 5-12 to 5-13
good habits, 5-12

be mentally agile, 5-13
control the emotions, 5-13
get ready to listen, 5-12
listen to understand rather than to

refute, 5-12

take responsibility for comprehending,
5-13

M

Making the decision, 8-1
Management by objectives, 6-2 to 6-7

establishing management by objectives,
6-2 to 6-7

nature of management by objectives, 6-2
Management of conflict and frustration, 4-14

channeling efforts toward productivity,

4-15

maintaining open communications, 4-15
positive approaches by the leader, 4-14
Manager, basic resources of a, 6-1
Mastery of the job, 2-3
Matching the individual's goals with organization

goals, 6-1 to 6-2

Mental sickness, reaction to stress situations,
4-12 to 4-13

1-3person's job, 2-7 to 2-8
